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GENERAL INFORMATION 


1. Reserving Rooms 


Room reservations are made via K-State Engineering rooms scheduler. 


2. Important Contacts 


At K-State: 


Dean Andy Fund is our Chief Advisor. 
Nancy Fisher, Sr. Administrative Assistant, 1093 Fiedler Hall (in Fiedler 
Learning Commons) 

O Helpful with clerical tasks related ot Tau Beta Pi. Traditionally collects 

money and checks from the new initiates when they pay their dues. 
Whitney Moore, Office Specialist II, 1046 Rathbone Hall (Engineering 
Dean's Office) 

O Main point of contact from the Engineering Dean’s Office. Helpful for 
questions related to reserving rooms, event spaces in the Engineering 
Building, or general questions related to events taking place in the 
College of Engineering. 

Chassy Nichols, Assistant Budget Fiscal Officer, 1048 Rathbone Hall (by 
Dean's Office) 
© Treasurer main point of contact. 


@ Ronald Bridges, Sanitation Officer 
© Whenever you reserve a room and plan on serving food, CC him with 
your “food plan” AT LEAST TWO WEEKS IN ADVANCE. 
@ Barb Moore, Program/Project Coordinator, 1042 Rathbone Hall (by Dean’s 
Office) 
O Helpful for reserving rooms in the Engineering building. 
© Go to her office in person if you have questions about reserving a 
room. | would recommend talking to her at the beginning of the 
semester if you want the general process of reserving a room, and so 
she knows who you are. 


Tau Beta Pi Headquarters: 
@ C. Alex Cross 


O Email here 


NATIONAL REPORTS 


For details on how to fill each of these out, see the Corresponding Secretary guide: 


Roles/Responsibilities: Corresponding Secretary 


1. Report of Eligibility 


@ This is one of the most tedious reports that you will have to complete for TBP 


HQ. 
@ Try to get done as early as possible, and make note of the national deadline. 


2. Report of Election 


@ This involves checking off people who express interest in continuing the 
initiation process. 

@ SUBMIT THIS ALONG WITH ALL COMPLETED CATALOG CARDS AT 
LEAST 4 WEEKS BEFORE INITIATION TO RECEIVE THE 
PINS/CERTIFICATES ON TIME! 


3. Report of Final Action 


@ To be submitted immediately following initiation. 


@ This involves checking off who was officially initiated and submitting a picture 
of our Chapter Roll Book signatures. 


INFORMATION SESSION / GBM 


@ Purpose 

@ Duration: 30 minutes for information session, 30 minutes for General Body 
Meeting 

@ Location: varies, but in the past has been in Paslay auditorium 

@ Food: cookies (or similar item) 


Example of room reservation: Bldg Request Form GBM.pdf 


There are many templates in Google Drive for the eligible candidate information 
session presentation and general body meeting presentation. We go over dates for 
service events, initiation and the banquet during this meeting. 


Traditionally, we have only held one GBM per semester. However, it would be 
beneficial to hold more meetings to increase member engagement. 


PERSONAL MEETINGS 


@ Purpose: personal meetings/character assessment of new initiates 

@ Duration: 30 minutes - 1 hour 

@ Location: usually on the ground floor of the Engineering building; also need 
to rent 6 cocktail tables 

@ Food: N/A 


Example of room reservation: Bldg Request Form Personal Meetings.pdf 


SIGNATURE BOOK PARTY AND SOCIAL 


@ Purpose: 

@ Duration: 1 hour 

@ Location: usually outside Paslay auditorium but could be in any of the 
classrooms in the Engineering building if you want 

@ Food: in the past we have done donuts or pizza 


Signature Book template: _TEMPLATE TBP Signature Book 


KS HILL SERVICE EVENT (FALL ONLY) 
Google Drive folder []: KS Hill 


IMPORTANT, You will need to print out the following waiver and have each 
member sign a copy of this waiver: KS_Hill Release _Form.docx 


Dean Fund usually comes to this event too. 


ADOPT-A-HIGHWAY SERVICE EVENT 


Google Drive folder []: Adopt A Highway 


IMPORTANT. You will need to print out the following and have all members 
participating sign this form: AAH-Release Form.pdf 


INITIATION AND BANQUET 


Example of Flint Hills Room room reservation: Union Banquet reservation S22.pdf 


Initiation and banquet are traditionally held on the same day, with initiation first and 
banquet one hour later. 


You will need to reserve the room for initiation/banquet AT LEAST one month in 
advance, if not earlier. | would recommend reserving it as soon as you have the 
date and time finalized so we know we have the room for sure. The best room to 
reserve is the Flint Hills Room in the K-State Student Union. If that room is not 
available, we have also rented the Bluemont Room. 


To reserve the room, you can do it online but if you have never reserved a space 
with the Union, | recommend going to the Union Director’s Office (2nd floor of the 
Union) in person and talking to the person working at the front desk. They are super 
helpful and can get all the proper forms you need submitted. 


@ Reserve two 6-foot tables for the place where the officers sit 
@ Reserve two 6-foot tables with tablecloths in the back for food 
1. Initiation 


You should arrive at least 1 hour before initiation to get everything set up. | 
loaded up my car the night before with all the supplies and then had other officers 
help me carry everything to the room. 


2. Banquet 
@ Example of Cox BBQ invCox Bros. BBQ Final Billing Invoice 4.5.22.pdfoice: 


@ Cox BBQ email chain communication: Cox Bros Email Chain S22.pdf 


The amount of work for the banquet depends on who you choose for the caterer. 
During the 2021-2022 school year | chose Cox BBQ both semesters because they 
are relatively easy to work with and a slightly cheaper option than others. Full- 
service catering would make things easier for the executive board, although it will 
cost quite a bit more. 


3. After Initiation 


@ Submit press release to be published in K-State Today 
@ Example: https://www.k-state.edu/media/newsreleases/2022-04/tau-beta- 


pi41322.html 
@ Email the news release to Bethany Bohn (bbohn@ksu.edu), and she will 


get it submitted to K-State Today and each of the new initiate’s hometowns. 


SUMMER 


Preparing for the Year 


| recommend setting up dates early to avoid conflicts with university or engineering 
events (e.g. All-University Career Fair, Engineering Career Fair, Open House). 


Email the Chief Advisor (current: Dean Andy Fund) to acquire a list of eligible 
students for the fall as early as possible. We need this to prepare the Report of 
Eligibility, and the earlier it is processed and submitted, the better. 


The President should set up a recurring weekly meeting with Dean Andy Fund 
before the semester starts. The meeting takes place in his office in the Fielder 


Learning Commons. If possible, the Vice President should also attend this meeting, 
although this is just recommended and not required. 


Setting up the Semester Schedule 


| looked at past schedules and tried to time things around the same time as they 
were in previous years. This mostly applies to the initiate/GBM, service events (on 
weekends), and initiation/banquet. 


Registering with the Center for Student Involvement 


In order to maintain our status as a Departmental Student Organization with K- 
State, you need to register with the CSI. The priority deadline for registering an 
organization for the upcoming year is usually in May. 


Communicating with Officers 


| used GroupMe for officer communication, but you can use whichever method your 
executive board prefers. In the past they have used Slack. We also have a Discord, 
but it is very inactive aside from event announcements and reminders. 


FALL SEMESTER [] 


Events: 


Report of Eligibility 

Initiate Information Session and GBM 

Signature Book Party 

Report of Election (make sure catalog cards are done) 
KS Hill Service Event 

Adopt-A-Highway Service Event 

Initiation and Banquet 

Report of Final Action 


SPRING SEMESTER [] 


Rinse and repeat: 


Report of Eligibility 

Initiate Information Session and GBM 

Signature Book Party 

Report of Election (make sure catalog cards are done) 
Adopt-A-Highway (x2) 

Initiation and Banquet 

Report of Final Action 


Below are some events unique to the Spring Semester: 


Pi Day Event 


Google Drive folder []: Pi Day 


Last year (2021-2022), we brought back the Pi Day event and held it in the 
Engineering Atrium as a part of E-WEEK. 


| received an email from the ESC president that said they were giving funding to the 
first 10 organizations to register for an E-WEEK event. I’m not sure if they do that 
every year, but if so take advantage of the free funds. | would even go to say only 
do this event if ESC is willing to offer funds to organizations that participate. 


Underclassman of the Year 


Google Drive folder []: Underclassman of the Year 


Engineering Leadership Reception 


Steel Ring hosts an Engineering Leadership Reception in the Spring following Open 
House. This is where they present awards and such. We also usually present the 
Underclassman of the Year award at this reception event. 


Make sure to RSVP for the reception (food is usually served) whenever you get the 
email about it. 


During the 2022 Leadership Reception, Tau Beta Pi spoke briefly about our 
organization and also presented the Underclassman of the Year award again. 


Script: Leadership Banquet Script 2022.docx 


Elections and Social 
We held elections and a social gathering together two weeks after initiation. 


During this, | also celebrated the graduation seniors and announced their post- 
graduation plans. | also presented this slideshow: 2022 Elections and Social 


Executive Board Transitions 


@ Submit National Convention credentials (basically say who is going to attend) 


End of the Year 


https://www.tbp.org/off/reportsChecklist.cfm 


